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States must seek its enforcement or a 
subsequent employer must confirm its 
prior execution. The original, or a le-
gally enforceable facsimile that is re-
tained in lieu of the original, such as 
microfiche, microfilm, computer disk, 
or electronic storage medium, must be 
retained for 50 years following its date 
of execution. For agreements executed 
by civilian employees of the United 
States Government, an agency may 
store the executed copy of the SF 312 
and SF 189 in the United States Office 
of Personnel Management’s Official 
Personnel Folder (OPF) as a long-term 
(right side) document for that em-
ployee. An agency may permit its con-
tractors, licensees and grantees to re-
tain the executed agreements of their 
employees during the time of employ-
ment. Upon the termination of employ-
ment, the contractors, licensee or 
grantee shall deliver the original or le-
gally enforceable facsimile of the exe-
cuted SF 312, SF 189 or SF 189–A of that 
employee to the Government agency 
primarily responsible for his or her 
classified work. A contractor, licensee 
or grantee of an agency participating 
in the Defense Industrial Security Pro-
gram shall deliver the copy or legally 
enforceable facsimile of the executed 
SF 312, SF 189 or SF 189–A of a termi-
nated employee to the Defense Indus-
trial Security Clearance Office. Each 
agency shall inform ISOO of the file 
systems that it uses to store these 
agreements for each category of af-
fected individuals. 

(k) Only the National Security Coun-
cil may grant an agency’s request for a 
waiver from the use of the SF 312. To 
apply for a waiver, an agency must 
submit its proposed alternative non-
disclosure agreement to the Director of 
ISOO, along with a justification for its 
use. The Director of ISOO will request 
a determination about the alternative 
agreement’s enforceability from the 
Department of Justice prior to making 
a recommendation to the National Se-
curity Council. An agency that has pre-
viously received a waiver from the use 
of the SF 189 or the SF 189–A need not 
seek a waiver from the use of the SF 
312. 

(l) The national stock number for the 
SF 312 is 7540–01–280–5499. 

[53 FR 38279, Sept. 29, 1988, as amended at 56 
FR 2645, Jan. 23, 1991; 56 FR 27559, June 14, 
1991] 

§ 2003.21 Security Container Informa-
tion: SF 700. 

(a) SF 700 provides the names, ad-
dresses and telephone numbers of em-
ployees who are to be contacted if the 
security container to which the form 
pertains is found open and unattended. 
The form also includes the means to 
maintain a current record of the secu-
rity container’s combination and pro-
vides the envelope to be used to for-
ward this information to the appro-
priate agency activity or official. 

(b) SF 700 shall be used in all situa-
tions that call for the use of a security 
container information form. Agency- 
wide use of SF 700 shall begin when 
supplies of existing forms are ex-
hausted or September 30, 1986, which-
ever occurs earlier. 

(c) Parts 2 and 2A of each completed 
copy of SF 700 shall be classified at the 
highest level of classification of the in-
formation authorized for storage in the 
security container. A new SF 700 must 
be completed each time the combina-
tion to the security container is 
changed as required by applicable exec-
utive order(s), statute(s) or imple-
menting security regulations. 

(d) Only the Director of the Informa-
tion Security Oversight Office (ISOO) 
may grant an agency’s application for 
a waiver from the use of SF 700. To 
apply for a waiver, an agency must 
submit its proposed alternative form to 
the Director of ISOO along with its jus-
tification for use. The ISOO Director 
will review the request and notify the 
agency of the decision. 

(e) The national stock number for the 
SF 700 is 7540–01–214–5372. 

[50 FR 51826, Dec. 19, 1985] 

§ 2003.22 Activity Security Checklist: 
SF 701. 

(a) SF 701 provides a systematic 
means to make a thorough end-of-day 
security inspection for a particular 
work area and to allow for employee 
accountability in the event that irreg-
ularities are discovered. 
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(b) SF 701 shall be used in all situa-
tions that call for the use of an activ-
ity security checklist. Agency-wide use 
of SF 701 shall begin when supplies of 
existing forms are exhausted or Sep-
tember 30, 1986, whichever occurs ear-
lier. 

(c) Completion, storage and disposi-
tion of SF 701 will be in accordance 
with each agency’s security regula-
tions. 

(d) Only the Director of the Informa-
tion Security Oversight Office (ISOO) 
may grant an agency’s application for 
a waiver from the use of SF 701. To 
apply for a waiver, an agency must 
submit its proposed alternative form to 
the Director of ISOO along with its jus-
tification for use. The ISOO Director 
will review the request and notify the 
agency of the decision. 

(e) The national stock number for the 
SF 701 is 7540–01–213–7899. 

[50 FR 51826, Dec. 19, 1985] 

§ 2003.23 Security Container Check 
Sheet: SF 702. 

(a) SF 702 provides a record of the 
names and times that persons have 
opened, closed or checked a particular 
container that holds classified infor-
mation. 

(b) SF 702 shall be used in all situa-
tions that call for the use of a security 
container check sheet. Agency-wide 
use of SF 702 shall begin when supplies 
of existing forms are exhausted or Sep-
tember 30, 1986, whichever occurs ear-
lier. 

(c) Completion, storage and disposal 
of SF 702 will be in accordance with 
each agency’s security regulations. 

(d) Only the Director of the Informa-
tion Security Oversight Office (ISOO) 
may grant an agency’s application for 
a waiver from the use of SF 702. To 
apply for a waiver, an agency must 
submit its proposed alternative form to 
the Director of ISOO along with its jus-
tification for use. The ISOO Director 
will review the request and notify the 
agency of the decision. 

(e) The national stock number of the 
SF 702 is 7540–01–213–7900. 

[50 FR 51826, Dec. 19, 1985] 

§ 2003.24 TOP SECRET Cover Sheet: 
SF 703. 

(a) SF 703 serves as a shield to pro-
tect TOP SECRET classified informa-
tion from inadvertent disclosure and to 
alert observers that TOP SECRET in-
formation is attached to it. 

(b) SF 703 shall be use in all situa-
tions that call for the use of a TOP SE-
CRET cover sheet. Agency-wide use of 
SF 703 shall begin when supplies of ex-
isting forms are exhausted or Sep-
tember 30, 1986, whichever occurs ear-
lier. 

(c) SF 703 is affixed to the top of the 
TOP SECRET document and remains 
attached until the document is de-
stroyed. At the time of destruction, SF 
703 is removed and, depending upon its 
condition, reused. 

(d) Only the Director of the Informa-
tion Security Oversight Office (ISOO) 
may grant any agency’s application for 
a waiver from the use of SF 703. To 
apply for a waiver, an agency must 
submit its proposed alternative form to 
the Director of ISOO along with its jus-
tification for use. The ISOO Director 
will review the request and notify the 
agency of the decision. 

(e) The national stock number of the 
SF 703 is 7540–01–213–7901. 

[50 FR 51826, Dec. 19, 1985] 

§ 2003.25 SECRET Cover Sheet: SF 704. 
(a) SF 704 serves as a shield to pro-

tect SECRET classified information 
from inadvertent disclosure and to 
alert observers that SECRET informa-
tion is attached to it. 

(b) SF 704 shall be use in all situa-
tions that call for the use of a SECRET 
cover sheet. Agency-wide use of SF 704 
shall begin when supplies of existing 
forms are exhausted or September 30, 
1986, whichever occurs earlier. 

(c) SF 704 is affixed to the top of the 
SECRET document and remains at-
tached until the document is de-
stroyed. At the time of destruction, SF 
704 is removed and, depending upon its 
condition, reused. 

(d) Only the Director of the Informa-
tion Security Oversight Office (ISOO) 
may grant any agency’s application for 
a waiver from the use of SF 704. To 
apply for a waiver, an agency must 
submit its proposed alternative form to 
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